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UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 
DIRECTOR  OF  INFORMATION 
WASHINGTON 


May  20,  1940. 


OFFICE  OF  INFORMATION  MEMORANDUM.  JlO 


A  short  time  ago  we  completely  rearranged  the  central  dupli- 
cating plant.    More  space  made  it  possible  for  us  to  relocate  the 
machinery  and  to  provide  for  a  systematic  flow  of  v/ork  through  the 
plant. 

One  of  the  bottlenecks  in  the  plant  has  been  in  the  assembling 
operation  after  material  has  been  run  on  the  duplicating  machinery. 
We  hope  that  the  installation  of  a  new  and  additional  assembling 
machine  which  we  are  now  purchasing  will  enable  us  to  avoid  the  ac- 
cumulation of  material  which  previously  had  to  wait  its  turn  to  be 
assembled. 

In  short,  we  have  removed  a  number  of  the  difficulties  that 
in  the  past  slowed  up  duplicating  service  for  Department  agencies. 
The  machinery  is  improved;  the  lay-out  of  the  plant  is  improved;  and 
we  have  reorganized  the  force  to  take  full  advantage  of  the  improve- 
ments in  equipment  and  lay-out.     However,  a  new  difficulty  will  ar- 
rive with  the  beginning  of  the  next  fiscal  year.    Because  of  reduction 
of  funds  appropriated  to  the  Office  of  Information  for  salaries  and 
expenses,  it  will  be  necessary  to  operate  the  plant  with  fewer  em- 
ployees than  are  available  this  year. 

In  order  to  meet  the  situation  caused  by  impending  shortage 
of  machine  operators  and  to  take  full  advantage  of  the  improvements 
in  machinery,  lay-out.  and  organization,  I  am  writing  to  request 
that  the  Department  agencies  follow  some  standard  procedures  in  re- 
questing duplicated  material.     Please  instruct  the  officers  of  your 
bureau  who  handle  this  work  to  proceed  according  to  the  following 
principles : 

1.    Anticipate  needs  by  advance  planning  and  requisitioning 
to  avoid  so  far  as  possible  choking  the  plant  with  sudden  rush  orders 
for  large  runs  of  essential  materials. 
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2.  Order  the  quantity  that  will  be  needed  on  the  first 
requisition.    We  have  observed  that  often  the  people  who  write 
requisitions  do  not  anticipate  the  needs  of  the  agency  when  the 
first  order  is  placed  and  later  have  to  order  reruns.  Reruns 
take  time.    They  are  expensive.     It  is  less  expensive  and  far 
less  time-consuming  to  run  the  correct  number  of  copies  origi- 
nally than  to  make  a  rerun  for  a  small  number  of  copies. 

3.  Fill  out  requisitions  properly  and  completely.  Many 
requisitions  now  come  through  without  any  indication  of  the  kind 
of  reproduction  desired;  without  specifying  the  kind  of  stock; 
without  indicating  whether  the  ordering  bureau  wants  to  furnish 
stock  or  to  take  stock  from  the  Office  of  Information  supply; 
even  without  specifying  the  point  of  delivery.    The  duplicating 
plant  operates  with  a  very  small  office  force.     Checking  back  on 
incomplete  requisitions  greatly  delays  the  flow  of  work  through 
the  plant.     In  the  future  we  shall  require  that  all  requisitions 
be  completely  and  accurately  filled  out.    Incomplete  or  inade- 
quate requisitions  will  be  returned  for  completion. 

4.  Furnish  legible  copy.    Delay  is  now  sometimes  caused 
by  the  fact  that  the  copy  sent  for  stencil  cutting  or  setting  on 
raultigraph  segments  simply  could  not  be  read.     In  the  future,  we 
shall  be  obliged  to  return  to  the  originating  agency  for  retyping 
copy  that  is  illegible  and  would  cause  delay. 


Director  of  Information. 


